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Job Aid: 
How to Read an Open Statewide Solicitation 

 

 
 

Please Note: You do not have to be logged in to perform this task. Each Solicitation will have its own 

specifications, forms and terms as well as contact information to review and submit.   

Step Screenshot Directions 

1 

 

Select the Solicitations 
tab.  
 

2 

 

Select Search for a 
Solicitation. 
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Step Screenshot Directions 

3 

 

Check off the Statewide 
Contract box, then select 
Open from the Documents 
Status dropdown menu. 
 
Select Search.  A link will 
appear at the top of the 
screen of how many open 
Solicitations you are able to 
view.  Remember, this 
number will change as the 
availability changes. 

4 

 

Select a Solicitation you are 
interested in viewing by 
selecting the Eyeglass icon 
option on the right hand 
side of the screen. 
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Step Screenshot Directions 

5 

 

A screen will appear with 
the Summary tab selected. 
This tab provides you with 
basic information about the 
Solicitation. 

6 

 

Select the Rules tab. 
 
This tab will provide 
information about the 
applicable procurement 
laws/regulations. 
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Step Screenshot Directions 

7 

 

The Interested in 
Bidding? link is where you 
will identify yourself as an 
interested bidder in any 
Solicitation. This allows the 
Entity and or Department 
know at any time how many 
potential bids to expect.  

8 

 

Select the Issuer(s) tab. 
 
This tab will identify who the 
contact person is for this 
particular Solicitation.  
Generally, you will see 
Name, Address, Phone and 
Email. 
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Step Screenshot Directions 

9 

 

Select the Forms & Terms 
tab. 
 
This tab allows the potential 
bidder to see the forms that 
are required to submit per 
bid.  You must open each 
one individually and 
complete the required 
action. 

10 

 

Select the Specifications 
tab. 
 
This tab gives the potential 
bidder the information 
needed to submit a bid for 
this specific Solicitation. 

 


